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Chief, “anagemsnt Staff
Chief, fecords ‘anagememt Staff

Weekly Rerort - Weok Buding 26 June 1957

1. Contributions

a, Iangible ,
(1) Cempleted 9 new ani revised forms,

(2) The “ecords Center received 139 cubic fest of
inactive regewrds and eliminated 90 cubie feet.

(3) Assisted 3iznmal Center, OFftes, Office of
Muﬁmmﬂ&maﬁmwmtv
subatitution of 11 peint Nraft Fils Folders for
Armor Clad folders; thereby elimimating
difficulties experienced in housing timir persannel
records, Alse, proposed the adoption of ®e Subjeot
‘umric Flling Systen,

Completed the {mstallation of the Subject Huwmeric
Filing $a the Medicine Jivisiem of OSI.
This w11} perwlis quicker referenss to their files
and provids a method for eliminating inactive
records on a periodic baxis,

- @, Neview of Records Cemtral Scheduls, Office of Fersmnel,

b, Heview of Filing Systen, Suggestion Awards Staff,
I ¢e Use of Shelf Filing - Industrial Reglster.
de Use of Shelf Filing - Blographic Hegistar,
. @o Use of Shelf Filing - Office of Security.
~ £, Installation of Filing Sywhem, 031,
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_# 23 nev and revised t&m in prooess,

he Preparation of am articls on Forms “enagement
for the Speeial Support Bulletin, '

a, leview of Records Control Scheduls, DDP.

be Review of Vital Persormel Records,

c. Records Disposition Survey, Commereial Starr,

i ]

a, The Directar of Seourity has assigned
to a special projeet goncermed with their regcrds
problan and hag asked our assistancs,

b, The Real Estate and Comstruction Blvision ewarded
a contract 27 Juns for the addition to the Eecords

mwmwmww Ine,
Washingtem, 5. C., in the amount of §373,735.00
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